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OUTGOING PROPERTY LOANS
LMS-CP-2731
Revision: F-3

Section 1 - Processing Property Loans

START

Requester

Contact Property 
Loan Officer to 

begin process of 
loaning property 

and provide 
existing 

agreement, if 
known

(see Note 1)

Objectives:
-to track property loaned to organizations external to NASA/LaRC
-to establish Property Loan Agreements with the borrowing organization
 consistent with Federal law and NASA policy

Note 1
Existing agreements can include:
-Memorandum of Agreements (MOAs)
-Memorandum of Understanding (MOUs)
-Interagency Agreements (IAs)

Research files 
and identify an 

existing 
agreement to cite; 

review for 
acceptability of 
relevant liability 

and accountability 
clauses

Property Loan
Officer

Agreement 
acceptable?

Advise Requester 
that a justification 
memo is required 

to initiate a 
property loan

No

Submit/resubmit a 
justification memo 
to loan property

Review the 
justification memo 
according to NPR 
4200.1 and work 

with the Requester 
to resolve any 

remaining issues
(see Note 2)

Note 2
The review consists of verification that the request is justified and all 
required signatures have been secured.  If the Justification Memo is not 
complete, or if the Property Loan Officer has questions regarding 
justifiability, the Requester is required to amend or complete the memo 
as needed and resubmit.

Loan to
foreign country?

(see Note 3)

Establish a file and 
forward the 

justification memo 
to NASA HQ for 

approval and 
generation of a 
loan agreement

Inform Requester 
of HQ decision and 
file the reason for 

denial in the 
Closed Loan 

Folder

Yes

To next page

No

Yes

To next pageEND

Loan 
approved by 

HQ?

Yes

No

Note 3
At a minimum, loans with foreign entities take approximately 4-6 months 
to execute, and domestic loans take approximately 3-5 days to 
execute.  The loaned property cannot be released until the loan 
agreement is fully executed.  Thus, the Requester must submit the 
Justification Memo to allow enough lead time for the execution of the 
loan agreement.

Approval __________________________________
Associate Director

Section 2 - Maintaining Property Loans

Section 1 - Processing Property Loans

General Information

The following records are generated by this procedure and are maintained
in accordance with LPR 1440.7:
-Justification Memo
-Inventory Certification
-Property Loan Agreement/Loan Agreement/Initial Loan Agreement
-Closed Loan Folder
-Extension Letter or Modification
-Receipt
-Shipping Transfer Document (LF 52)
-Property Disposition/Storage Request (LF 40)

General Note
This process does not apply to:
-property shipped to another NASA Center.  This is considered a borrow
 between Centers and not a loan.
-exhibit loans.  These are handled by Office of Public Affairs.

Original signed by Lesa B. Roe
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Generate a 
Property Loan 

Agreement in Loan 
System Database 
using appropriate 

template and route 
for approval
(see Note 4)

Note 4
Templates are used which can be modified 
according to negotiations with the Borrower and 
Office of Chief Counsel, routing the Loan 
Agreement between all parties until approved.

Route for approvals to:
-Borrower
-Office of Chief Counsel
-Supply and Equipment Management Officer or
 Logistics Representative
-Office of Procurement in the case of property to be
 loaned to a for-profit organization.  (Initial Loan
 Agreement only)

Any reason for denial received from this routing is 
filed in the Closed Loan Folder and the Requester 
and Borrower are notified of this decision.

Fax Property Loan 
Agreement to the 

Borrower

Review the 
Property Loan 

Agreement and 
submit comments 

or sign if 
acceptable

Borrower

Make any 
requested changes 

and forward for 
legal review

Review the 
Property Loan 
Agreement;

suggest changes if 
necessary or sign if 

acceptable

Office of
 Chief Counsel

Revise the 
Property Loan 
Agreement if 
needed and 
re-route for 

approval, forward 
fully executed copy 

to the Borrower 
and NASA HQ in 

the case of loans to 
for-profit 

organizations for 
property over 
$100K and file

Notify the 
Requester of loan 

approval

Prepare an LF 52 
Shipping Transfer 

Document and 
arrange to have the 
property sent to the 

Logistics 
Contractor

(see Note 5)

Ship the property 
to the Borrower, 

forward a copy of 
the LF 52 to the 
Property Loan 

Officer and update 
SAP for controlled 

property
(see Note 6)

Logistics Contractor

Update the Loan 
System Database 
as needed and file 

the LF 52

END
Note 5
A LF 52 may not be required if property was previously provided to the Borrower under 
another agreement

Property Loan
Officer

From 
previous page

From 
previous page

Requester

LMS-CP-2731
Revision: F-3

Note 6
SAP is a component of the NASA Integrated Asset Management Property, Plant, and 
Equipment System.
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Section 2 - Maintaining Property Loans

START

Perform a periodic 
Loan System 

Database review to 
identify loans 
approaching 

expiration and 
those requiring 

annual inventory 
certification
(see Note 7)

Note 7
All loans, except Small Business Innovative Research (SBIR) loans, require 
annual inventory certification. SBIR loan annual inventory certification 
commences at the beginning of the third year of the loan period and every 
additional year of the loan thereafter.

Submit an 
Inventory 

Certification to the 
Borrower for 

completion on all 
items requiring 

annual 
certification and 
update the Loan 

System Database 
upon receipt

Expiration in 
90 days? END

No

Submit a notice to 
Requester to 

determine required 
actions for the 

Loan Agreement 
and property
(see Note 8)

Determine whether 
the loan remains 

under the terms of 
the MOA/MOU/IA 
that is still in effect 

upon receipt of 
Requester 
comments

MOA/MOU/IA 
in effect?

Note 8
The notice is used to determine:
-Whether the Loan Agreement will be extended or terminated or
-If the property will be transferred or excessed

Extend the loan 
period, update the 

Loan System 
Database, and 

ensure SAP 
updated for 

controlled property
(see Note 9)

Yes

END

No

Note 9
For MOAs, MOUs, or IAs, the property loan can be extended as long as the 
agreement is in effect.

If the property is not provided under an existing MOA, MOU, or IA, then 
proceed with the Property Loan Agreement.

Yes

Property Loan
Officer

To next page

LMS-CP-2731
Revision: F-3
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Extend the 
Property Loan 
Agreement?

Generate an 
extension letter or 
modification in the 

Loan System 
Database and fax 
to the Borrower 
and follow the 

steps in Section 1 
for reviews and 

revisions
(see Note 10)

Yes

Note 10
Extensions for Loans to Non-profit organizations
Initiate an Extension Letter to the Borrower when the loan period is extended

Extensions for Loans to For-profit organizations
Initiate a Modification to the Loan Agreement when the loan period is extended

Modifications for Loans
Initiate a Modification for all other changes, excluding extensions

Ensure SAP 
updated for 

controlled property, 
file the extension 

letter or 
modification

END

Property 
transferred?

No

Instruct the 
Requester to 

complete an LF 52 
and close out the 

Loan System 
Database upon 

receipt

Yes

Logistics Contractor

Transfer the 
property to the 

Borrower or 
excess the 

property and 
enter the 

transaction into 
the SAP database 
if the property is 

controlled 

END

Property 
excessed?

Instruct the 
Requester to 

submit LF 40 or
N-PROP excess 

request, close out 
the loan in the 
Loan System 
Database and 

forward the 
document

Yes

Send a letter to the 
Borrower 

instructing return of 
the property

No

No

From previous 
page Property Loan

Officer

To next page

LMS-CP-2731
Revision: F-3



Page 5 of 5
Verify correct revision before use by checking the LMS Web Site

Site delivered?

Requester

Verify the property 
is the same as the 

loaned property 
and is not 
damaged

Yes

Prepare receipt or 
request the 

contractor prepare 
the receipt and 

ensure SAP 
updated for 

controlled property

No

Update the Loan 
System Database 
and close out the 

loan

Perform an annual 
record review if 

due and ready the 
database and files 

for the next 
reporting period
(see Note 11) 

END

Note 11
Preparation of the database and files includes:
-Purging the loan system database of all Loan Agreements terminated within
 the past 12 months
-Preparation of all file folders that have been terminated for 2 years
-Archiving records using LPR 1440.7
-Preparation of report of loans to non-federal organizations

Copies of MOAs, MOUs, and IAs are destroyed 1 year after the return of the 
property.

From previous 
page

Property Loan
Officer
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